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Log-in to P4F software (select P4F Production from Connection drop down) <select company>

Click on Payroll tab (top left of screen)

.
£ Payroll

Looking at Normal Processing section, there are 3 separate Icons to choose from:

* PR Explorer
e Reprint Checks

¢ Employee Time Journal (Not currently Using for P4F clients)

Double click on the PR Explorer on the main screen of Normal Processing to open PR Explorer.

To create a Payroll batch, click the NEW button and a box will appear on the screen prompting

the user to select batch type.
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Payroll / Balch | @ Cleveland Rocks. Inc.

Entering Type

® Manual Entry
) Import Time Clock

RTC-1000 Export Options

Browse

Payroll Batch — this is the first screen the user will see when it comes to creating a payroll batch.

® Manual Entry — if you are manually entering employees’ hours <system default>

® Import Time Clock — if you are importing employees’ hours from a time clock

Click the Next button to go to the next screen.

The following screen is displayed.
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Payroll / Batch l 4 Cleveland Rocks, Inc. b
New Batch
Pay Period E - Biweckly Q
Period Beginning D ate 03M7/.2014 Q)
Period Ending D ate 0343002014 o
Check Date 04/04/2014 Q)
Parall of Month
91 @2 ©3
Current Period Daps 0 Regular Hours [ a0
Prior Period Days 14 Holiday Hours i
Cash Credit [1010.00] Operating-Checking Account Q
Descriplion
Employee Filter
Pay Tupe B - Bath Q
Department <l Departments> Q
Order By 1 - Employee Name Q
_ Accept Batch with Defaults
@ Manual Enter Employee Info
Cancel ] [ < Back ] I Accept Batch

Batch specific details are entered:

Pay Period — this will be determined from the Default Pay Period set in the PR Module Master

Period Beginning Date — the beginning date of the pay period

Period Ending Date — the end date of the pay period

Check Date — the date the checks/direct deposits will be effective

Payroll of Month — this will be determined from the Default Pay Period set in the PR Module

Master. You will need to determine which pay of the pay cycle you are entering employee

hours. Ex: if Pay Period is set as Bi-Weekly — there may be three pay periods in a month, denote
which pay this batch is in

Current Period Days — how many days of pay period are in current period <normally all days>

Regular Hours — how many regular hours in this pay period

Prior Period Days — how many days of pay period are in prior period <normally zero>

Holiday Hours — how many holiday hours in this pay period

Cash Credit — enter Cash Credit Account used for Payroll (default set up in PR Module Master)

Description — description specific to payroll batch <normally blank on scheduled payrolis>
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Employee Filter

Pay Type — select which employee types are to be included in this payroll batch
H- Hourly
S —Salary
B - Both
Department — select which departments are to be included in this payroll batch
All Departments or individually select departments from drop down menu
Order By

Employee Name — sort order by employee name

Employee ID — sort order by employee ID number

Department + Employee Name - sort order by department then employee name
Department + Employee ID - sort order by department then employee ID number

Accept Batch with Defaults — allow the system use the default entries made in the master
file set up during the input of employee hours

Manual Enter Employee Info — manually enter the employee information

After all the information has been entered for this payroll batch, click the ACCEPT BATCH

button.

The following screen is displayed.
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Payroll / Batch l 4 Cleveland Rocks, Inc. x

Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Ehe;k i E:“;'frﬂelzlﬁﬂfk,;::"ter:‘;’“e foteEd Pe'fds | Paproll Specifics... | | Withholding Info... | [ View Log... | | Skip This Employee |
Earnings
Earning ‘Hours |Amount ‘ ‘ ‘ + |Earning Categom |Hours |Amounl Hours Available -
[100] Administrative - [E] Holiday i 68
[E] Holiday 0 0.00 [E]Wacation 0 0.00 T2
[E]Vacation 0 0.00 [E] Sick Pay 0 0.00 3z
[E] Sick Pay 0 0.00 [E]PTO 0 0.00 32
[E]FTO i 0.00 = |[E]BonusEams i 0.00
[E] Bonus Eamns 0 0.00 [E] Commission Eams 0 20.00
[E] Commission Earms 0 20.00 [E] Retroactive Eams 0 0.00
[E] Retroactive Eams 0 0.00 [E] Other Eamns 0 0.00
[E] Other Earns 1] 0.00 [E] Milzage Earns 1] 000
[E] Mileage Eams i 0.00 S E) S alary 0 170000
[E] Salary 0 1.700.00 Total 0 1.720.00
Update Split Salary Go To Deductions l [ Accept & Go To Next Employee ]
[ Accept & Exit ]

You will now proceed with entering the employee payroll information for this
pay period.

Payroll Batch Entry - Where you enter the employee information specific to this pay period.
The Payroll entry will allow you to enter/modify the following information for each employee:

Earnings, Deductions, Employer Taxes, Benefits, Direct Deposit.

At the top of the screen you will see the Payroll Batch # and Check Date. This is assigned by the

system when you entered the payroll specific information on the previous screen.

Check # - this will allow you to create more than one check for this employee within the current
batch. If you need to assign another check, click in the Check # box, a system message will
appear: “Would you like to create one more check for this employee within the current batch?”
YES/NO. If you select YES, a confirmation message will appear on screen: “The check has been

changed. Accept changes? YES/NO
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Employee - this will allow you to select an employee and check from a selection window. You

can select the employee and check you want to work on within this batch. You can create a

new check for this employee by clicking on the New Check button or you can delete a check by

for this employee by clicking on the Delete Check button.

The following screen is displayed.

Payroll / Batch | @] Cleveland Rocks. Inc. X

Check #

Employes [click on the name &

Select Employee and Check

|Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)

=

Skip This Employee

[ Hew Check ] l Delete Check ]

OK ] [ Cancel

=

1 Franklin, Aretha
Search I Clear
‘ Earnings Employes [CheckSeq [NstPay  [DateHied [DateTem | =« I
¥ Franklin, Aretha 1 905.37 01/01/2013 .
Earning _ _ _|Freed. Alan 01/01/2m3 Amount Hours Available -
[100] Administrative " Holy. Budy [y | 0.00 £8
(E] Holiday A T Lews. demy Lee 01/01/2013 000 72
[E]"V3oatian || | Prestey. Elvis Aaron 01/01/2m3 = oo 32
[E] Sick Pay [ |5eger, Bob 01/03/2014 £ 2
[EIPTO Stanley. Michael 0/011972 0.00
[E] Bonus Earrs | = 20.00
[E] Cammission Earns l 0.00
[E] Retroactive Eamns 0.00
[E] Other Earns 1 000 =
[E] Mileage Eamns | 1.700.00
[E] Salary I 1.720.00

[

Update Split Salary

I

Go To Deductions

| [ Accept & Go Ta Newt Employee |

[ Accept & Exit ]

Pay Periods - determine which pay of the pay cycle you are entering employee hours.
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Payroll 7 Batch | & Cleveland Rocks. Inc. »
Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Che_;k i i“;"a'ﬁe:ﬁﬂjk;:::r;‘;me taisalocy] Pa['lm [ Paproll Specifics... | | Withholding Info... | [ View Log... | [ Skip This Employee |
Earnings
E arring |Hours |Amount | ‘ | « | Eaming Category ‘HOUIS ‘Amounl Hours Available -
[100] Administrative = L [E] Haliday i} 0.00 £8
[E] Holiday 0 0.00 [E] Yacation a 0.00 T2
[E]acation 0 0.00 [E] Sick Pay 0 0.00 32
[E] Sick Pay i 0o [E]FTO ] 0.00 32
[E]PTO 0 0.00 =| |[E]Bonus Eams a 0.00
[E] Borws Eamns 1) 0.00 [E] Commission Earns a 20.00
[E] Comnmission Earns 0 20,00 [E] Retroactive Earns a 0.00
[E] Retroactive Eamns 0 0.00 [E] Qther Earns a 0.00
[E] Other Eans 1) 0.00 [E] Mileage Eams a 0.00
[E] Mileage Eams 0 0.00 [E] Salam a 1,700.00
[E] Salary 0 1.700.00 Total 0 1.720.00
Update Split Salary Go To Deductions ] [ Accept & Go To Next Employee ]
l Accept & Exit ]

Payroll Specifics — if you need to make changes to the employee’s pay earnings, deductions and
benefits. This is a shortcut to the Employee Payroll Specifics on the Company File Maintenance
screen.

Withholding Info — if you need to make changes to the employee’s exemptions. Thisis a
shortcut to the Employee’s Withholding Information on the Company File Maintenance screen.

Skip This Employee — click this button to move to the next employee

Earnings — will list all the earnings for the specified employee under the home department. The

home department of the employee will be noted by the ¥ icon.

Employee may have worked in multiple departments; in that case, you can add another

department by clicking the "&" button. This will bring up a selection screen to select the
additional department the employee worked in.

Hours — will list the hours the employee worked for this pay period

Earnings Category — will list all the earnings for the specified employee for this pay period
Hours — will list the hours for each earnings category for this pay period

Amount — will list the dollar amount and/or hours used for each earnings category for this pay

period
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After entering/changing the information in the Hours and/or Amount columns, you can right
click in the column and a Recalculate option will appear on screen to recalculate the
information.

Accept & Go to Next Employee button — will process the specified employee’s record and go to
the next employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll
batch

Go to Deductions button — will process the specified employee’s earning information and go to
the deduction screen for the specified employee.

The following screen is displayed.

Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)

Check # | Emplovee [click on the name to select]

[T] Medicare
[T]IM State Income Tax
[T] Montagamery Caunty Tax

24.07
G062
k]

Periods

Benefits

(51.60]

: Payroll Specifics. ‘Withholding Info. View Log. Skip This Employee

1 |Franklin, Aretha 1 _Payrall Sp J 9 J o...| [ skin ployes |

Deductions

Dreduction ‘HOUIS ‘Amount + |Categary |Amount | -
[0] 407K Ded - 7600 Gross Pay 1.720.00

[D] Med 125 Ded 60,00 Deductions [217.00)

D] Unitorm Ded 52.00 Employee Taxes [397.63)

[D] Life Insurance 30.00 Direct Deposits (200.00)

[T]Federal Income Tax 18674 |= Met Pay 905.37

[TIFICA 10292 Employer Taxes [136.59)

[ Go To Employer T axes J [ Accept & Go To Next Employee ]

l Go Back To Eamnings I [ Accept & Exit I

Deductions — will list all the deductions and amounts for the specified employee
Category/Amount — will summarize the employee’s Gross Pay total, Deductions total,

Employee Taxes total, Direct Deposit amount, Net Pay amount, Employer Taxes total and

Benefits total (if any) for this employee’s check for this pay period.
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After entering/changing the information in the Amount column, you can right click in the

column and a Recalculate option will appear on screen to recalculate the information.

Accept & Go to Next Employee button — will process the specified employee’s record and go to
the next employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll
batch

Go back to Earnings button — this will allow you to go back to specified employee’s earning
information to make any changes

Go to Employer Taxes button — will process the specified employee’s deduction information and
go to the employer’ tax screen for the specified employee.

The following screen is displayed.

Payroll / Batch l 4 Cleveland Rocks, Inc. x

Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Ehe;k“ E:“;'frﬂelzlﬁﬂfk,;::"ter:‘;’“e foteEd Pe'fds | Paproll Specifics... | | Withholding Info... | [ View Log... | | Skip This Employee |
Employer Taxes
Emplayer Tax Amount + |Categary |Amount ‘ -
[R] FICA 10292 Gross Pap 172000
[FR] Medicare 24.07 Deductions (217.00)
[R]FUI 0.0a Employee Taxes (397.63]
[R1sUI 960 Direct Deposits (200.00]
[RIWC 0o _| |Net Pay 905.37
" | |Employer Taxes [136.59)
Benefits (51.60)
[ Go To Benelits l [ Accept & Go To Mext Employee ]
[ Go Back To Deductions I [ Accept & Exit ]

Employer Taxes — will list all the employer taxes and amounts for the specified employee
Category/Amount— will summarize the employee’s Gross Pay total, Deductions total, Employee
Taxes total, Direct Deposit amount, Net Pay amount, Employer Taxes total and Benefits total for

this employee check for this pay period
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After entering/changing the information in the Amount column, you can right click in the
column and a Recalculate option will appear on screen to recalculate the information. The
information that was manually entered or changed will appear on the screen in red to indicate
a change.

Accept & Go to Next Employee button — will process the specified employee’s record and go to
the next employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll
batch

Go back to Deductions button — this will allow you to go back to specified employee’s deduction
information to make any changes

Go to Benefits button — will process the specified employee’s employer tax information and go

to the benefits screen for the specified employee.

The following screen is displayed.

Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Ehe;k # Emrpa‘nr%lakalﬁ:kan:;h:I:;me toselect) FE[‘IDE'S [ Paprolt Specifics... | [ withholding Info. | [ View Log_ | [ Skip This Employee |
Benefits
Benefit Amount Categamy |Amount ‘ -
[E] 401K Co Match 51.60 Gross Pay 1.720.00
Deductions [217.00)
Employee Tawes (397.63)
Direct Deposits (200.00]
Net Pay 90537
Employer Taxes [136.59)
Benefits [51.60)
[ Go To Direct Deposit ] [ Accept & Go To Next Employee ]
[Bo Back To Emplayer Taxes | | Accepl & Exit |
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Benefits — will list all the benefits and amounts for the specified employee
Category/Amount— will summarize the employee’s Gross Pay total, Deductions total, Employee
Taxes total, Direct Deposit amount, Net Pay amount, Employer Taxes total and Benefits total for

this employee check for this pay period

After entering/changing the information in the Amount column, you can right click in the

column and a Recalculate option will appear on screen to recalculate the information.

Accept & Go to Next Employee button — will process the specified employee’s record and go to
the next employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll
batch

Go back to Employer Taxes button — this will allow you to go back to specified employee’s
employer tax information to make any changes

Go to Direct Deposit button — will process the specified employee’s benefits information and go
to the direct deposit screen for the specified employee.
The following screen is displayed.

Pawroll / Batch l @ Cleveland Rocks. Inc. X

Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Che;“ i";‘;”;e:ﬁﬂ:k;:;h:r:;m to select] Pe'_‘fds [ Paproll Specifics... | | Withholding Info... | | View Log... | [ Skin This Emplayee |
Direct Deposit
Bank Mame Percentage  |Amount Categomy |Amounl | -
PMC 200,00 Grass Pay 1.720.00
Deductions [217.00)
Employee Taxes (397.63)
Direct Depasits (200.00)
Met Pay 905.37
Emploger Taxes [136.59)
Benelits (51.60)
[ Accept & Go To Next Emplovee ]
Go Back To Benefits | | Accept & Exit ]
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Bank Name — will list all the banks the employee has set up for direct deposit

Percentage — will show the percent amount of the check that is being deposited into the
account for the specified employee’s account. If the amount is a flat dollar amount there will
be nothing listed in this column.

Amount — will list the actual dollar amount that is being deposited into the account for the

specified employee’s account

After entering/changing the information in the Percent and/or Amount column, you can right
click in the column and a Recalculate option will appear on screen to recalculate the
information.

Go back to Benefits button — this will allow you to go back to specified employee’s benefit
information to make any changes

Accept & Go to Next Employee button — will process the specified employee’s record and go to
the next employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll
batch

After you have completed entering in all the employees’ information for this Payroll Batch, you

can click the \'/ Post from the Payroll Batch screen.
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Payroll f PR Explorer l ﬁ‘ﬂ Cleveland Rocks. Inc.

x

B Master | BhDetail |

Display Batches Mew
’7 Unposted  Posted Al | [CumentPeied ]| [7 viewEdh Checks. | 5 Post.. || & Ewor.. || @l upost.. | ‘

Clone

ate Payrall of Month | Regular Hours [Holiday Hours | D escription

2014 cki ] . 2 a0 1]

Delete

Fririt

i Bl

Close

<= 3
[~ Fiter And Refresh Master Data

Advanced Fiter
Field ([ None ] =] Relates 5= -] | ————

Reliesh Data

e A g5 Defaul Faciity

The system will generate a Payroll Pre-Posting Report of the employees’ information entered
for the specified pay period.
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The Payroll Pre-Posting Report will contain the following information as listed on the screen

below:

Payroll / Batch Posting l g4 Cleveland Rocks, Inc.

Zoom 100% ~ | 14 4 1 yobl | & Orine e % Sewp. [AEwpon | o Post | 2 Cancel

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)

Earnings Hours Amount Employee Amount DeductionsAmount Employer Amount Disbursement Details
Taxes Taxes & Benefits

Franklin, Aretha D: 3 COMM 20000 FIT 186.74 401K 7500 sUI 960 NET 805.37
Dept: 100 Administrative S8N: 333-33-3333 SAL 1,700.00  FICA 10282 MED 125 60,00 FICA 10282 Check#
Period End:03/30/2014 Weeks: 2 MCR 2407 UNIF 5200 MCR 2407  Check Date 04042014
Rate: 0 Bi-Weekly Type: Salarly FiP.F IN 082 NS 30,00 CO 407K 5160  Direct Dep 200.00
CTY 33.26
397.63 27.00 188.19

Report Totals FIT 186.74 75.00 9.60
FICA 102.92 60.00 102.92
MCR 24.07 52.00 24.07
IN 50.62 30.00 51.60
CTY 33.28
397.63 217.00 188.19

The Earnings report will list the following information in for each employee: Employee ID,
Employee Name, Period Ending, Social Security number, F/P, Type, Frequency, Federal Tax,

E.I.C., State Tax, Rate and Department.
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Payioll / Batch Posting | B Cleveland Rocks. Inc.

Zoom 100% + | 14 4 3 » oo | E 8 OFie e ¥y Seup. [hEwpor | o Post | 3 Cancel

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/12014 (B - Bi-Weekly)

Employee ID Employee Name SSN Gross Taxable Gross  Percent Tax Withheld  Tax Liability

FEDERAL TAXES

Ful
3 Franklin, Arstha 333-33-3333 1,720.00
1,720.00

Franklin, Aretha 333-33-3333 1,720.00 1,585.00
1,720.00 1,585.00

FICA EE
3 Franklin, Aretha 333-33-3333 1,720.00 1.660.00

1,720.00 1,660.00

FICA ER
3 Franklin, Aretha 333-33-3333 1,720.00 1.660.00

1,720.00 1,660.00

Social Security Wages 1,720.00 1,660.00

MCR EE
3 Franklin, Aretha 333-33-3333 1,720.00 1.660.00

The Payroll Tax — Detail report will list the following information in for each employee:
Employee ID,

Employee Name

Social Security number

Gross — personal income before taxes

Taxable Gross — gross income less allowable tax deductions

Percent — percentage amount of tax deduction

Tax Withheld — government required withholding tax on employment income

Tax Liability — total amount of tax a company is legally obligated to pay
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Payroll / Batch Posting | §% SIMON'S AUTO SERVICE INC.

yorl | H 4l DR i

A Setup. iEchul | & Post I X Cancel

Employee ID

Employee Name

Gross

Taxable Gross

Percent

Tax Withheld

Tax Liability

Medicare Wages

941 Total

STATE TAXES

WcC
045
023

SIT Total

sul
045
023

5Ul Total

CITY TAXES

LT
045
023

LIT Total

Report Total

Abboud, Joe
Callahan, Shawn

Abboud, Joe
Callahan, Shawn

Abboud, Joe
Callahan, Shawn

Abboud, Joe
Callahan, Shawn

288-96-6350
279-86-8709

288-96-6350
279-86-8709

288-96-6350
279-86-8709

288-96-6350
279-86-6709

1,150.00

1,150.00

16.68

33.36

148.19

236.17

The Payroll Tax — Summary report will list the all the taxes and the total amounts for each tax.

Gross — personal income before taxes, Taxable Gross — gross income less allowable tax

deductions, Percent — percentage amount of tax deduction, Tax Liability — total amount of tax a

company is legally obligated to pay.
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Payroll 7 Batch Posting | E'fﬂ Cleveland Rocks. Inc.

Zoom 100% + | 14 4 5 oM B OPn @ rina A 5etn. (Ewpot | & Post | X Cancel |

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)

Employee Name Gross Taxable Gross  Percent Tax Liability

FEDERAL TAXES

FUl 1,720.00 0.00
940 Total

FIT 1,720.00 1.585.00
FICAEE 1.720.00 1.660.00
FICAER 1.720.00 1.660.00
Social Security Wages 1,720.00 1,660.00
MCR EE 1,720.00 1.660.00
MCR ER 1,720.00 1,660.00
Medicare Wages 1,720.00 1,660.00

941 Total

STATE TAXES

wcC
weC 1.720.00
WC Total

SIT
IN State Income Tax 1,720.00 1,585.00

The PY GL Journal Report will list all General Ledger accounts used in Payroll with the amount
in the debit/credit column. Any accounts used for accrual processing will show the amounts for
current and next month.

Payroll / Batch Posting | #4 Cleveland Rocks, Inc.

Zoom 100% ~ | 14 4 B yoM | E 8| Drin [P A Seup. (4 Ewpor | o Post | 3 Cancel

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)
Entries were accrued for 0 current period days, 14 prior period days.
Apr, 2014 Mar, 2014
Account Debit Credit Debit Credit

[10710.00] Operating—Checking Account 1,105.37

[2030.00] Wages Payable 1,322.37 1.322.37
[2063.00] Accrued Payroll Taxes 450.32
[2064.00] Payroll Tax W/H - State Tax 83.90
[2200.00] Misc. Deductions

[2300.00] Employee 401K Deduction

[2350.00] Co Match 401K Payable

[2400.00] Med 125 Deduction

[6100.00] Operations Wages 1,720.00

[6201.00] FICA Tax 102.92

[6202.00] Medicare Tax 24.07

[6220.00] State Unemployment Tax 9.60

[6350.00] 401K Co Match Expense 51.60

Totals: 1,908.19
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The Check Register report will show the employee check information.

Payroll / Batch Posting | # Cleveland Rocks. Inc.

Zoom 100% - | 14 4 7 yoM | & 0P [P Asewp. hEwat | & Post | 3 Cancel |

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/12014 (B - Bi-Weekly)

Transaction # Date Employee Amount
04/04/2014 Franklin, Aretha 905 37

Total: 905.37
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If you click on an employee name an image of the employee’s pay stub / check will display.

Payroll / PR Check | g Cleveland Rocks, Inc.

x
s, -
Zoom 79% v | 4 41 \l Ewport
Frankin, Arstha PayPerbaBegining. 03172014 Chesk Numoer
SOTRISESF  I0OMIG-33D PayPeng EMng: 0FH0 1 Check Date oMo
Howrs Yid Hes. Rate Curent  Yea to Date Cument  Year to Date
Carimentis o [ 000 10000 Gmss 17080 a0
£ o [ 17mes ssmpg  WKD=E mseq TS0
tes w50 w000} a0.cs
e o00 25000
et Dt =200 i20.061
e mmrsce 000 15000
el e Tax asTh maz7ey
£ 10293 w0
GrossPzyTnisPeriod § 172000 DD o Empioes Aced 5 (20000) [ ) ]
] 08z s
vae Az Mortopomenyounty Tax =] 16850
=u e = D Demsn o) 1.000.00)
econ o =
1o o =
ity 100 [

Cleveland Rocks, Inc.
1 Rock Center oy
Cleveland. OH 44115

PE

04/04/2014

Nine hundred five and 37100

5 905.37
Frankiin, Aretha
14 Queen of Sole Ave
Matown, IN 44112
KeyBank
Clevslang, OF
"000D0 ™ Shdkdddidan "iZiLkaETE90"
Frankiin, Aretha FayFerbaBegnny 037X ‘Check Numder:
SoomISEE 00NN PajFemaEROny  03WAE Cnex Date. owoum e
Hows YidHs  Rae Cument  Year to Date Cunment Yex toDate
o o 2000 10000 Guas 1z,
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Payroll 7 Batch Posting | it‘ﬂ Cleveland Rocks. Inc.

Zoom 100% + | 14 4 & »oM B OPn @ Pina A.5etn. (Ewpot | & Post | X Cancel |

Cleveland Rocks, Inc.
Preposting Report
Payroll Batch: 1000084 Check Date: 04/04/2014 (B - Bi-Weekly)

Employee Deposit Amount Bank Name Account No Routing No
Franklin, Aretha 200.00 PNC 7377328 041000037

Total: 200.00

The Payroll Direct Deposit report will show all the employees that are set up with direct
deposit along with the Deposit Amount, Bank Name, Account Number and Routing Number

for each employee.

After the user reviews the Pre-Posting Report and confirmed all the information is correct, the

user will check the {Post button to post the transactions. If there is a problem on the Pre-

Posting Report, the user will select X Cancel and go back into the transactions and make the
appropriate change(s) to the transaction(s) requiring corrections. After all corrections have

been made the user will repeat the posting process.

You can now print the Payroll checks for this Payroll batch from this processing step.
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The following screen is displayed.

Payroll / Reprint Checks | @ Cleveland Rocks. Inc. x

Payroll Batch: 1000083 Check Date: 03/21/2014 (B - Bi-Weekly) Posted: 03/31/2014

Bank Account.  Key Bank Mext Check Ma: 1079 Change Mext Mo... ‘ 4 Default Facility. |

Printer: [EulePDFW’ntsr '] Printer Properties.. ‘ Change Halch...|

|Please make sure to load checks into printer. ‘

@ Print Checks [1) ) Print Electronic Transfers (1) Dider: | Batch Defaul -

‘Dale |Employae |Eheck No ‘Net Pay + (3l Prink Preview
ﬂ 03/21/2014  Franklin, Aretha 1078 47722
& Print Selected
[ Prink

[® Change No
g Skip

(@] Skip Range:

At the top of the screen you will see the Payroll Batch # and Check Date, this batch

identification information for the checks you are about to print.

Bank Account — system will display the bank account information for the payroll checks

Next Check No — system will display the next check number assigned to print

Change Next Check No - if the check number is incorrect, click in the Next Check No box and
enter in the correct check number for this check, then click the OK button.

Printer — system will display the printer the payroll checks will print on

Print Checks — will display the number of payroll checks to print on actual check forms

Print Electronic Transfers — will display the number of vouchers to print on plain paper for
direct deposits

The system will prompt you with a message before printing the checks to “Please make sure to

load checks into the printer.” You will notice multiple options to print the checks:
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Print All — the system will print ALL check listed on the screen

Print Selected — the system will only print checks you selected to print

Change No — the system will allow you to check the Check No

Skip — the system will allow you to skip check numbers

Skip Range — the system will allow you to skip a range of check numbers

After you selected the appropriate print option, the system will show the progress of the print

qgueue by placing a black arrow beside the check that it is currently printing.

Payroll # PR Check | E‘fﬂ Cleveland Rocks, Inc.

Zoom 75% v 14 41

x
[ Print Print &l A Setup. L Export
Frankiin, Arztha FayPerkdBegiming.  030V20H Creck NumDar. 1078
Soclal Se ¥ 0OCI-33H FajPerkd Ending: 03201 Credk Date: Qw2201
Hous Yid He Rate. Cument Yea to Date Curent  Year toDate
oty e 1 “cace wane  Gess 12000 270
coammmi Esrs 0 0 000 g 4oTKDE Ll RO
£ ° ° 17000 zanm TS Lo o]
Gerisameioes =3 2000
Unitm Dea 5200 000
e 000 is00e)
Fesgn mzme T 3 a7
oA 0313 )
GrozsPy ThisPerlod § 182000 DD b Empbjes ASt § (20000} [, mssa P
S roome Tax 4o =85
peed Az Momtagomesy Coursy Tax ] e
sex o = Dims e 000 H.omd)
vamsen [ =z
o I =
oty 100 ©
Cleveland Rocks, Inc. 1078
1 Rock Center ssssuiz
Cleveland. OH 44115 =50
02172014
Nine hundred seventy seven and 22/100 3 977 22
Frankiin, Aretha
14 Queen of Sole Ave
Matown, IN 44112
KevBank
Clevaand, OF
®0DW0O7E" wikibliildlin ®i123iL567A90"
Frankiin, Arztha FajFerkdBegiming.  0ON2014 Crecknumser 1078
SoolalSe¥  KOGKK-33E PayPerid Exding o B0 Chesk Date. LR
Hous  Yid Hs Rate Curent  Yea toDate Cuwent Yea to Date
e o 100 0050 10000 Goms 12000 2o

This is a Print Preview of the actual Payroll check the system will print on your payroll check

forms loaded into the printer.
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Under Normal Processing double click on Reprint Checks to open Reprint Checks.

Payroll

Normal Processin
=@ Fayrol 0

o
[ar Employee Time

.jEBPREprorer ‘a Reprint Checks S ourmal

Reports

= Earnings “_ TaxReports and =
\& Reports &y Forms \C y Other Reporls

x » »

Company File Maintenance

m Employee Setup
N

The following screen is displayed.
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Checks | B’Q Cleveland Rocks. Inc.

(@) Print Checks

Bank Account

Printer ) Select Payroll Batch
Search.

I Clear Shaw all batches and select checks ta reprint

H

# Default Facility..

et Check No:

Change Next No.
| Printer Properties...

Order; | Batch Default -

Batch # |Ehack Date |F’ﬂsting Date |Begin Date |End Date |Dascnplinn |F’ay Period |Pay|n\| of M| +

[oae B b 1000024 0470472014 03417/2014  03/30/2014 E - Bitweekly B (@) Pi Preview
1000083 03/21/2014 | 03/31/2014  03/03/2014  03/16/2014 B - Biweekly =
1000081 03/07/2014 02/17/2014  03/02/2014 B - Biweekly E B Print Selected
1000073 02/21/2004 | 02/068/2014  02/03/2014  02/16/2014 B - Bitweskly
1000076 02/07/2014 | 02A8/2014  01/2042014 0270272014 E - Bitweekly C Print A&l
1000071 01/24/2004 | 01/23/2014  01/06/2014  01/19/2014 B - Biweekly [ ChangsNo
1000070 0111072004 | 11472014 12423/2013 01/05/2014 B - Biweekly
1000063 12/27/2013 | 1/03/2014  12/09/2013 12/22/23 B - BitWeekly Skip
1000068 121372013 | 01/03/2014  11/25/2013  12/08/2013 E - Bitweekly B) Skip Range
1000067 11/29/2013 | 01/03/2014  11A1/2013 1172472013 B - Biweekly =
1000066 1115/2003 | 01/03/2014 10/28/2013 111072013 B - Biweekly
1000053 11/01/2013 | 10/28/2013 104142013 10/27/2013 B - BitWeekly
1000088 10/18/2013 10/11/2013 | 09/30/2013 1041372013 B - Bitweekly

Select the Payroll batch of the checks to reprint, click the OK button. If the batch does not
appear on the screen, click the box Show all batches and select checks to reprint. Additional

batches will appear in the selection window.
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Once the batch is selected the following screen is displayed.

Payroll 7 Reprint Checks [ @ Cleveland Rocks. Inc. x

Payroll Batch: 1000019 Check Date: 01/26/2013 (B - Bi-Weekly) Posted: 04/06/2013

Bank &ccount:  Key Bank Next Check No: 1079 Change Mext Na... ‘ £+ Default Facility. |

Prirter. | CulePDF wiiter ~| Piinter Propetties ‘ Change Halch,,,|

|Please make sure to load checks into printer. ‘

@ Print Checks (1] () Print Electronic Transfers (0] Order. | Batch Default b
|oate [Employes |Chock Mo [net Pay 5, Frint Preview

(o1 /250203 [Franklin, Aretha 1008 1.32382
[ Piint Selected

Oy Print Al

[*) Change No

@] Skip
& Skip Range

At the top of the screen you will see the Payroll Batch # and Check Date, this batch

identification information for the checks you are about to print.

Bank Account — system will display the bank account information for the payroll checks
Next Check No — system will display the next check number assigned to print

Change Next Check No - if the check number is incorrect, click in the Next Check No box and
enter in the correct check number for this check, then click the OK button.

Printer — system will display the printer the payroll checks will print on

Change Batch — will show the Select Payroll Batch screen to select another payroll batch to

print checks

Default Facility — used to move between facilities if your facility is part of an enterprise using
PAF software <normally not used>

Print Checks — will display the number of payroll checks to print on actual check forms

Print Electronic Transfers — will display the number of vouchers to print on plain paper for
direct deposits
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The system will prompt you with a message before printing the checks to “Please make sure to

load checks into the printer.” You will notice multiple options to print the checks:

Print All — the system will print ALL check listed on the screen

Print Selected — the system will only print checks you selected to print
Change No — the system will allow you to check the Check No

Skip — the system will allow you to skip check numbers

Skip Range — the system will allow you to skip a range of check numbers

After you selected the appropriate print option, the system will show the progress of the print

gueue by placing a black arrow beside the check that it is currently printing.

If the checks did not print properly, you would select NO to the message “Did the checks print
properly” and the following message would appear on screen to select the checks that did not
print properly. Select all the checks that did not print properly. Check the Generate new
numbers if you need to print the checks with a new check number. Then check Start from
Check No box to indicate to the system that the new starting check number will be. Click the

Done button.

Payroll 7 Reprint Checks | & Cleveland Rocks, Inc. x

Payroll Batch: 1000070 Check Date: 01/10/2014 (B - Bi-Weekly) Posted: 01/14/2014

Bank Account:  Kep Bank MNext Check Mao: 1079 Change Mext Mo... | £ Default Facility.. |

Printer: [ CutePDF wiiter I - | Printer Propsities | Change Batch.__ |
Select checks _2_

‘Plea:e mskeisurelbojloadichecksjinto]printer: Please, select checks that DID NOT print comectly: |

() Print Checks [0] @) Print Electronic Transfers (4] EER f Order: | Batch Default h

£ E51 =

Date |Emp\ﬂyee |Ehack Mo |N Egg “ [l Print Preview
A4 Freed, dlan E50 -
01/10/2014  Presley, Elvis Asron ES51 B Print Selected
MANZIA  Seger, Bob E52 T Pl
0042014 E53 | =
[® Change No
2 Skip
[2] Skip Range.

| -

Generate new numbers

[] Start from Check Mo

I Select Al ] [SelectNonel I Done

m
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Void a Payroll Check(s):

Pay PR Explorer | § Cleveland Rocks, In

B Master | BDetal |

— Diisplay Batches
‘ Unposted | Posted Al | &l Transactions v i (B View/Edit Checks... | & Print Posting Flepart | & Ewport. | Unpast... | ‘ Edit
Baich#  [Check Date [Posting Date [EeginDate [EndDate  [Cash Credit |Pay Period |Payral of Month [Regular Hours [Haliday Hours [Description | - [ﬂ]
1000083 | 03/21/2014 | 03/31/2014 | 03/03/2014 |03/16/2014  [1010.00] Operating--Checking Account B - Bisweskly 1 80 o Delsts
1000073 |02/21/2014 | 02/06/2014 | 02/03/2014 |02/16/2014 | [1010.00] Dperating-Checking Account E - Bi'weekly 1 a0 o
1000076 |02/07/2014 | 02/18/2014 |01/20/2014 |02/02/2014 | [1010.00] Dperating-Checking Account E -Biweskly 1] a0 o
10000771 |01/24/2014  01/23/2014 | 01/06/2014 |01/19/2014 | [1010.00] Dperating-Checking Account E -Biweskly f a0 o
1000070 |01 A0/2014  1A14/2014 12/23/2013 | 01/05/2014  [1010.00] Dperating-Checking Account E -Biweskly 1 1} 1}
1000069 |12/27/2013  01/03/2014  12/09/2013 12/22/2013  [1010.00) Dperating-Checking Account E -Biweskly 1 a0 1}
1000068 | 12M13/2013  0/03/2014 11/25/2013 |12/08/2013  [1010.00] Dperating-Checking Account E -Biweekly 1 a0 1}
1000067 11/29/2012 | 01/03/2014 111172013 11/24/2013  [1010.00] Operating-Checking Account B - Biweekly 1 a0 o

/ [1010.00] Dperating:
1000059 | 11/01/2013  10/28/2013 | 10/14/2013 104272013 [1010.00] Operating-Checking Sccount

B -Biweekly 2 a0 o
1000058 | 10/18/2013  10/11/2013 | 09/30/2013 |10/13/2013  [1010.00] Operating--Checking Account B -Biweskly 1 20 o
1000057 | 10/04/2013  10/08/2013 | 03/16/2013 |05/23/2013  [1010.00] Operating-Checking Account E - Biweskly 2 a 1}
1000053 | 09/20/2013  10/01/2013 | 09/02/2013 | 09/15/2013  [1010.00] Dperating-Checking Account E -Biweskly 1 1} 1}
1000057 |09/06/2013  09/18/2013 | 08/19/2013 | 09/01/2013  [1010.00] Dperating-Checking Account E -Bitweskly 2 a0 1}
1000050 | 08/23/2013  08/15/2013 | 08/05/2013 | 08/18/2013  [1010.00] Dperating-Checking Account E -Biweskly 1 a0 i}
1000047 | 08/04/2013  08/08/2013 | 07/22/2013 |08/04/2013  [1010.00) Dperating-Checking Account E -Biweskly 2 a0 1}
1000046 | 07/26/2013  10/01/2013 | 07/08/2013 | 07/21/2013  [1010.00) Dperating-Checking Account E -Biweekly 1 a0 1}
1000044 |07A12/2013  07/09/2013 | 0B/24/2013 |07/07/2013  [1010.00] Operating-Checking Account B -Biweskly 1 20 g
1000043 | 0B/28/2013  07/05/2013 | 0B/A10/2013 | 06/23/2013  [1010.00] Operating-Checking Account B - Biweekly 2 20 o
1000047 |0BA14/2013  07/05/2013 | 08/27/2013 |06/09/2013  [1010.00] Operating-Checking Sccount B - Biweekly 3 20 o
1000039 |05/31/2013 | 06/03/2013 | 05/13/2013 |05/26/2013  [1010.00] Operating--Checking Account B -Biweskly 2 a0 o =

< r
[~ Filter And Refresh Master Data

Advanced Filter
Field | [None] -] Relates = x| —

Refresh Data

ke (ERAETS 5 Dfault Eacilty

To void a Payroll check, the user would go in PR Explorer, change button from Current Period to
display All Transactions, select the payroll batch that contains the payroll check(s) to be voided.

Click on View/ Edit Checks button.

Page 29 of 33



PAYROLLOFREE.COM

The following screen is displayed:

Payroll / Batch | ﬁ Cleveland Rocks. Inc. x

|Payrnll Batch: 1000051 Check Date: 09/06/2013 (B - Bi-Weekly) Posted: 09/18/2013 Read Only
Check # | Emplopee [click an the name to select] Periods — . " - "
11053 Franklin, Aretha 1 I Payroll Specifics... ] I ‘Withholding Info... ] I View Log... ] I Void Check... ]
|Eamings
Earming [Hows [amount | ~ |Eaming Categary |Hours [amount  [Hours Avvailable | -
[100] Administiative 3 [E] Holiday a 0.00 32
[E] Haliday 0 0.00 [E]¥acation 0 0.00 7z
[E] Yacation o 0.00 [E] Sick Pay a 0.00 32
[E] Sick Pay 0 0.00 [E]PTO 0 0.00 3z
[E]PTO o 0.00 =/| |[E]Bonus Eams a 0.00
[E] Borus Eams o 0.00 [E] Commission Earns a 500.00
[E] Commission Eamns o 500,00 [E] Retroactive Earns a 0.00
[E] Retioactive Eams o 0.00 [E] Other Earns 1} 0.00
[E] Other Eams i 0.00 [E] Mileage Eams 0 0.00
[E] Mileage Eans 0 0.00 [E] Salary o0 170000
[E] Salary a 1.700.00 Total 0 220000
Go To Deductions | | s J
[ Exit ]

Click on the Employee name field and from the drop down find the employee for the check that

needs to be voided. The user would click the Void Check button at the top right of the screen.
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The following screen is displayed.

Pawroll 7 Batch | ﬁfﬂ Cleveland Rocks, Inc.

|Payro|| Batch: 1000051 Check Date: 09/06/2013 (B - Bi-Weekly) Posted: 09/18/2013 Read Only
Check # | Employee [click on the name 9 Galect Checks 1
= ﬂ VYoid Check..
11053 | Franklin, Aretha e
Select Checks: | 1
| Earnings |5elect [Emplayes |Check Seq  [Check # |Net Pay '
o Franklin, Aretha 1 1063 1272 48

Earning » e ‘ Mot Hours Available -
[100] Administrative 0.00 32

[E] Holiday 0.00 72

[E] Wacation 0.00 32

[E] Sick Pap 0.00 32

[EIPTO 0.00

[E] Bonus Eamns 500.00

[E] Commizsion Earng 0.00

[E] Retinactive Eains 0.00

[E] Other Earns 0.00

[E] Milzage Earns 1,700.00

[E] Salary 2.200.00

Select Al ] [ Select None ]
pe
Go To Deductions ] [ Go To Next Employee ]
[ Exit |

The user will select the check(s) the user wants to void in the system. After the check(s) have

been selected, click OK. The checks that have been selected to be voided will have a {beside
them.
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The following screen is displayed.

Payroll / Batch | @ Cleveland Rocks. Inc. x

| Payroll Batch: 1000051 Check Date: 09/06/2013 (B - Bi-Weekly) Posted: 09/18/2013 Read Only
Check # |Emplopee [click on the name '9 Salact Checks =
; - — — o B1] | Void Check...
11053 |Franklin, Aretha =t L
Select Checks:
|Eami|-|gs Select [Employee |Check 5eq [Check # [Net Pay | -
o Franklin, fretha 1 1083 127248
Eaining | Freed, &lan 1 E% a |Amuun| Hours Available -
[100] Administrative B | 0.00 32
[E] Holiday I 0.00 72
[E] Vacation Void 1 check(s) ) 1 000 2
E] Sick Pay | 0.0 2
[EIPTO [ waid on the check date 0.00
[E] Bonus Eamns I R00.00
[E] Commission Eams Date /o 2ond Q) I 0.00
[E] Retractive Eamns | 0.00
[E] Other Earns 0.00 P
[E] Milzage Earns = 1,700.00
[E] Salary Il 220000
Select Al ] [ Select None ] | 0K l [ Cancel
Go To Deductions I [ Go To Next Employee ]
[ Exit |

A message will appear on the screen indicating how many checks were selected to be voided in
the system and also prompting the user to enter a date of the voided check batch. The system

will default to the current date. After the appropriate date has been entered in, click OK.
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The following screen is displayed.

Payroll / Batch | @ Cleveland Rocks. Inc. x
|Payro|| Batch: 1000061 Check Date: 09/06/2013 (B - Bi-Weekly) Posted: 09/18/2013 Read Only
il f:“;pab;e;l:ﬂfk;::‘:;;’”e IOREEE Pe[ilm [ Payroll Specifics... | [ Withholding Infa... | [ View Log... | [ Void Check... |

| Earnings

Earming I Hours IAmDunl = |Eaming Category | Hourg |Am0unt I Hours Av@l -
[100] Administrative ﬁ N [E] Holiday 0.00 32
[E] Haliday 0.00 [E] ¥ acation ooo 72
- o.on 2

[E]Wacation
E] Sick Pay Confirm ‘ == 0.00 2
[EIPTD 000

[E] Bonus Eams
[E] Commission Eams

[E] Retroactive Earms

0
1]
0
0
o
@ Would you like to see/print Posting Report? 1] 500.00
0 0.00
o 0.oo
0
0
o

o olooooolooo

[E] Other Eains Yes 000 =
[E] Mileage Eamns 1.,700.00
[E) Sy 2.200.00

[

Go To Deductions | | P O SRR TO |

[ Exit |

A confirmation message will appear on the screen “Would you like to see/print the Posting
Report?”
Click Yes, if you want to see/print the posting report or click No, if you do not want to see/print

the posting report.
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